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On hand =
in Ctr .. .

3008
3000

3095

2813

From schedulas

72 ft = perm 2.9%
24,28 ft = temp 97.1%

% of
DDS 0/Log
Rscds, position Trnsfd to Disp on
bn. hand in DDS Destroyed Cir e Lty
gec-lst)
1965 5317 (15%)2nd 3677 ns. 107
196l 6172 (18%) 2nd 276 780, 875
1963 6326 2nd 261 513 236
1962 5336 3rd 168 1,28 292
1961 Léls 3rd 278 610 146
1960 Lol2 " 308
1959 L88é " 260
1958 2L67 211 .
- , . ~ - 5s+7 cu ft per person
§TAT On duty as of Feb 28, 1966 - employees ‘
Negd»new xhER schedules, especially for Procurgment gnd  Supply Divs
Schedule Revisions
- AD & top staffs revised in 1960
log Services Div new done 1965
Printing Serv revised 1961
Procurement 1956y
Real Est & Cons revised 1963
Supply 1956 ¥, “2500 cu ft
STAT 1960 §, 2]
- 1965 i
1961 . . -
Transportation Div e Jore

1960 X_

‘Filing equipment inventory June 1963

I

- -279 Y=dr safes

22 5 dr !
11 2”dr;"
180 5 dr cabs
29 h dr t
6 2dr

28 map cases

-—-22 Kardexes
60 card cabs waried
.51 bookcases

8 oddities

"0/Log initiated use of the Sp
for use by “ontract Branch.

B
h!

In 196h & 65 Log had a LIP Log
we have some of their promotiona

Lw‘;s-hé

s {25YEAR RE- REVIEVW

L
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Improvement Program tied in with suggesbions
1 material in file

eed Letter and have had it overprinted twice-
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\ N
: \( L
R P
wee...._ .Forms
v combination of forms
R requisidion, shipping document
vouchers T o )
. Has Printing Services streamlined procedures lately
' Equbpment & supplies
any requisitions cancelled or changed
‘ Mail room couriers

l -~ ... Haports survey being done
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Peocurement Div 1956 s_q_heduie

b

.

Item 5 Contratt File

for procurement-eguip, supplies, research & services., Incliudas
coples of requisitions, specs, invites to bid, tabs of*bids, cert of
awards, contracts, delivery info, corres & notification of final
payment, also disposal of residual property,

L8.5 cu £t Temp to Ctr lyr after payment, .
Destroy after 11 yrg=-chgd %o 6 yrs in sep 65  GaS 3 (L)

\

7 6. Purchase Order Iile

__Doc procurement by indormal purchase thru govt or non govt

sources, Contains initiating requisitions, specs, pmrchase orders,
delivery info, corres & other rps. and turn in or disposal of Prone

127,0 Ret to Ctr » destroy after 11 yrs

a. Sales of Covt property Temp keep 7 = 11 yrs  GS3 (La)

. >

g
Supply Div / /= ‘P V

90 Voucher files R
~ coples of requisitions, shipping does, IBN coding forms sib-
stantiating issue of raterial, Retire to Ctr after 6 mos,
B T 7 7 “Destroy iml yrs G5 8 (L)

91 [lecéiving Voucher files
Receiving docs re receipt of materiel for stock or deljvery
by voucher # GRS 8 (1)

92 Approved reports of inventory adj :
-~ -—--footage & disp included in zéf

Transportation Div

U a Cargo Files
' -~ Becord of shipment of rat by rail, sea & air to & from fisad -

a. Outgoing L’h:meen'!;s ; , B
Shippind docs, requisitions, requests for shpmt, regs

;

for confirambion of booking, cables, dispatches s lists, bills of
lading, etc. " By cargo ; - - - T T e

- /78

63,0 To FY 60 kept 10 yrs Lo
after 60 # L yrs GS9
b, Incquing Jhipment -
copies of .:emos. LFFFH/ letters, notifications,cable,
dispatches etc documenting shpimt fromfld Kept by

- - Kept 10 yrs ' -
after IFY 60 kept L yrs
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